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Digital Photograph Requirement

You are now required to take digital photographs of:
- The seller’s identification
- All the property that you are purchasing from that seller.

You are responsible for purchasing or having ready a digital camera or other device capable of
taking digital photographs.

You are responsible for uploading those digital photographs to the Article Tracking System.

You are required to keep those digital photographs for seven years as part of your required
business records.

This user manual contains instructions and suggested digital camera
settings that will assist you with that requirement.

In order to minimize the amount of storage space necessary for those digital photographs, it is
suggested that you:

- Set your digital camera to its lowest resolution setting.
- Set the image quality of your digital camera to a mid-level setting.

EXAMPLE

If your digital camera supports different resolutions:

4000 x 3000
3264 x 2448
2272 x 1704
1600 x 1200

640 X 480 <Cummm

You would want to set it to the lowest resolution.

If your digital camera has an image quality setting:
High
Standard <=

Basic

You would want to set it to a mid-level setting.



Most modern digital cameras have a “macro” setting. That setting makes it much easier to take
close up photographs of identification cards, jewelry and other items.

The Macro setting may be in the digital camera menu.
The Macro setting may be a button on the camera.

The Macro setting usually has a symbol like this:

Please consult the user manual that came with your digital camera for the
location of this and other settings.



When taking a photograph of the seller’s identification, make sure that the identification
takes up most of the picture space. All of the information on the identification has to be clear, in
focus, and easy to read. Take the photograph from straight up, not from an angle.

ACCEPTABLE: Large, clear and in focus.
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When taking photographs of the seller’s property, make sure that the property takes up most
of the picture space. The property contained in the photographs has to be clear, in focus, and
easy to see.

Any identifying characteristics have to be photographed separately:

- Inscriptions

- Serial numbers

- Names

- Initials

- Damage

- Anything else that can assist in the identification of the property

The first photograph will be an overall photograph of all of the property purchased from the
seller. The following photographs will be of each individual item.

EXAMPLE #1
ﬁ " e~







EXAMPLE #2

Remember, all photographs have to be clear and in focus. If they are not, do them again.
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ATTENTION

You are responsible for getting the digital photographs from your
camera into your computer. There are too many digital camera
manufacturers, digital camera models, and too many methods of
getting the photographs from your camera to your computer to list
them here.

Consult vour camera’s user manual for instructions on how to
accomplish this.

It is suggested that you download your photographs from your camera to
a single location on your computer. That will make it much easier for
you to find them when you need them.

How to get the digital photographs from your computer into the Article
Tracking System will be explained later in this user manual.



Article Tracking System

New Internet Address: http://scpd.suffolkcountyny.gov/pawnsystem/

NOTE: Before you can use the Article Tracking System you must download and install the
Google Chrome web browser. A direct link to the Google Chrome web browser can be found at
the bottom of the Article Tracking System login screen.

Look for G Chrome 4t the bottom of the Article Tracking System login screen and click
on it to download Google Chrome:

_Article Tracking System Logln Screen
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Password
Login
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Thee user manual requies Adobe Acrobat Reade.
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Note: When you go to the Google Chrome website you may be asked for your “Google”
password. You do not need a Google password and you do not need to fill in that part of the
webpage in order to download Google Chrome.




Logging In (after installing Google Chrome)

7 od V| }W - =

You can downloa ogle Chrome using the icon at tl of this page.
The site location has also changed, please update your bookmark/shortcut to point to the
new location at: http://scpd.suffolkcountyny.gov/pawnsystem

**t“ﬁ*’**t“munm mﬁtt*****?ﬁt***'

Username: | i _

Password:

| Login | <

User Manual
The user manual requires Adobe Acrobat Reader.
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Designed for use in
<o' chrome

1- Enter the Username given to you by the Police Department.
2- Enter the Password given to you by the Police Department.
3- Click the “Login” button.

NOTE:
Always read the information box when logging in. Special notifications will appear there.

EXAMPLE

tttttttttttttwpumnm umeEttttttttttttt

The article tracking system has been updated.
Changes have been made to the add items/jewelry page.
& The new application requires that you use Google Chrome to be able to use all

new features.

You can download Google Chrome using the icon at the bottom of this page.
The site location has zlso changed, please update your bookmark/shortcut to point to the
new location at: http://scpd.suffolkcountyny.gov/pawnsystem

A A DD TOATION LIPDATE® % s st
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You will see this page once you are logged in

NASSAU COUNTY /L%

POLICE DEPARTMENT

SUEE@QLK GRQUNTY

Username: SCPD, Test Business:  Suffolk Police
Agency:  Suffolk County Police Department
Transaction Menu User Maintenance
Start Article Transaction _ Add User
Edit Article Transaction Edit/Disable User
Comments, Feedback Change Password
Log Off

ATS:Version3.10

Click “Start Article Transaction”

Occasionally, there may be a special message for your store. If there is one you will see it here:

SUEE@QLK G@QUNTY

Business:
Agency:  Suffolk County Police Department

11/18/2015 - If you have a message, it will appear here. _

Transaction Menu User Maintenance
Start Article Transaction Add User

Edit Article Transaction Edit/Disable User
Comments, Feedback Change Password
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Enter Seller Identification Information

i

NASSAU COUNTY /&

| POLICE DEPARTM

——
/ -

4

SUEE@QLK G@UNTY

Username: SCPD, Test Business:  Suffolk Police
Agency:  Suffolk County Police Department
ID Type Drivers License ¥ | D # ’ I
Otherid | |state | NEW YORK v

Session Time: 29:51

ATS:Yersion 3.0.7

1- Make sure the correct “ID Type” is listed.
a. lIsitadriver’s license ?
b. Is it astate issued non-driver ID? (looks like a driver’s license)

2- Use “Other” if the ID type is not one of the two above ID types.
3- If “Other” is used, type what ID type was given to you in the “Other ID” box.

4- Enter identification number in the “ID #” box.
(No spaces, no dashes, just the numbers).

5- Make sure the correct STATE is listed.
If it is not New York, change it to the correct state.

6- Click the “Search” button to continue.

NOTE:

...proper identification shall be government-issued identification documents that depict the
person's name, address, and photograph. Social security cards, draft registration cards, voter
registration cards and other similar documents shall not be considered sufficient identification...

That means that the identification presented by the seller must have:

- Their name
- Their address
- Their photograph

There are no exceptions for this. You cannot buy from anyone that has identification that
does not have those three things on it.
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Username:  SCPD, Test Business:  Suffolk Police
Agency:  Suffolk County Police Department

DType |Drivers License ¥ ID# (999999999999
il |state [NEW YORK -

| Search | | Cancel |

Lastname ' _ Firstname | _ MI 7_
DOB <=
Address ] _
Address 2 ‘ ity [ |
State 'NEW YORK v | < 7
Zip ‘ Fl _ Phone I
Sex ‘ v Race v Height |0 ft|0 in Weight 0 Ibs
Hair v|  Eyes v |
Date of Sale ‘ Time (Enter Time as hh:mm or h:mm)
ID Image @:\ No file chosen
An 1D image is required by Suffolk County Law xo0x. This section will be explained on the next page

Click here to view image requirements.
Click here to view the Law.

Receipt No Merchant Book | @ Computer Generated

‘7 Cancel 7| ‘ ContinueA

1- If no information appears in the boxes with the RED arrows, then YOU must fill

them in:

Last name
First name
Middle initial
Date of birth
Address

City

State

Zip code

Semeoo o

2- When you have finished the first section or the first section is already filled in, then

fill in:
a. Phone number (If you know this information)
b. Sex (listed on seller’s identification)
c. Race (If you know this information)
d. Height (listed on seller’s identification)
e. Weight (If you know this information)
f. Hair (If you know this information)
g. Eyes (listed on seller’s identification)
h. Date of sale (click on calendar date, use arrows at top to change month)
i. Time (12:30, 12:30 PM, 1:25, there must be a colon in the box)
j. Receipt number  (Merchant book or computer generated must be checked) if you select

merchant book then you must put your purchase receipt number in the box.

NOTE:

If the seller information was already filled in by someone else and that seller information does
NOT match what you have, you must call the Property Recovery Section at 631-852-6345 for
assistance.
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The “ID Image” section on the seller information page is new.

ID Image | Choose File | No file chosen

An ID image is required by Suffolk County Law xxxx.
Click here to view image requirements.
Click here to view the Law.

This is where you will upload the photograph that you took of the seller’s identification.

Press the “Choose file” button.

ID Image | Choose File | No file chosen

An ID image is i'equired by Suffolk County Law xxoox.
Click here to view image requirements.
Click here to view the Law.

That button will open up your computer to a certain location. It may be a different location on
different computers. You must navigate to the location on your computer that you have stored
the photographs that came from your camera.

When you get to that location on your computer, it MAY look something like this:

Organize v New folder = > 0O @
~{ Favorites f G Ej -
Ml Desktop 1 .?_':::. e R~ ~
. ‘ B
& Downloads , e L8
=] Recent Places o 001.JPG ol OOZ.JPG‘
a Libraries = '
= [= B Yo e
|-¢| Documents [ {
&' Music L 4 P
& Pictures 005.JPG 006.JPG
B videos
/% Computer
EL Local Disk (C)
File name: 001.JPG v [AII Files v‘

-[ Open |v] [ Cancel ]

Select the photograph of the seller’s identification by clicking it (click once, not a double click).
Now click the “Open” button at the bottom.

If you get an error message in RED at the bottom of the screen, look at your entries and make
sure that you have followed this guide and enterred everything correctly, including the uploading
of the seller’s identification photograph.

When you are finished uploading the seller’s identification photograph, click on the “Continue”
button that is located on the lower right side of that page.
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| /dd Dens 0) || Add Matss (0) [[Cart (0)

Once you have completed that page you will get a page that will look something like this:

NASSAU COUNIY

POLICE DEPARTMENT

SUEEQLK GQUINTY

Business: SufTalk Paice Agency:Sulfai G
Lastname: TEST-Last name frstname: TEST-Fast nar

No Items entered.

Session Time:

AIsFersion 310

If you have a Precious Metals Dealer license you will have two tabs. (see red arrow)
1- “Add Metals”
2_ “Cart,)

If you have a Second-Hand Dealer License you will have two tabs. (see red arrow)
1- “Add Items”
2_ “Cart’)

If you have both licenses you will have three tabs. (see red arrow)
1- “Add Items”
2- “Add Metals”
3- “Cart”

For a precious metals purchase select the “Add Metals” tab.
For a Second-Hand items purchase select the “Add Items” tab.

The “Cart” tab is there so you can see what you have added so far for that purchase.
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Add Metals Tab

If you selected the “Add Metals” tab, you will get this screen:
U

Usernama:SCPD, Test Business:Suffolk Police Agency:Suffolk County Police Department
Transaction #:2015 - 157499 Lastname: CAPLAN Firstname: STEVEN

NASSAU COUNT Y [L e

LK GQUNTY

Insert Precious Metal/Jewelry Item

' Category: ¥
¥ Description:|

Insaiption::l
* paid:| ) * Required Fields
“Item Inlage:‘ml No file chosen

An image of the item is required by Suffolk County Resolution 259-2015,
Click here to view image requirements,
Click here to view the Law.

| Add Jewerly |

| Cancel | | Complete |
Session Time:

ATS:Version 3.10

For each item that you purchased you must:

1-
2.
3-
4-
5.

7-

Note:

Select the correct “category”.
Type in a full and complete description of the item.
Type in any and all inscriptions (names, initials, dates, words, etc.) that are on that item.
Type in the amount paid for that item.
Upload your photographs of that item.
a. Select the “Choose Files” button.
b. Navigate to where your photographs of that item are on your computer.
c. Select ALL of your photographs of that item. Do not select just one of your photographs.
d. Click on the “Open” button.
Click on the “Add Jewelry” button.
All boxes with a red asterisk ( * )are required entries.

- When you click on the “Add Jewelry” button, make sure that item was added to the “Cart” tab. The “Cart” tab
is next to the “Add Metals” tab.

- You MUST add all of your digital photographs of that item at the same time, not one at a time. There are a few
ways to do that within Microsoft Windows. If you do not know how to do that, then ask someone who does
know how to do it.

- When you add something to the “Cart” your screen clears itself and is now ready for the next precious
metal/jewelry item.

When you have clicked on the “Add Jewelry” button for all of the items that you purchased from
the seller, click on the “Complete” button on the lower left side of the page.
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After clicking on the “Complete” button you will have a screen like this:

8]
L
i

System Receipt# 2015 -157530
Merchant Receipt #
Suffolk County Police Department
SECOND HAND ARTICLE PRECTIOUS METAL EXCHANGE TRANSACTION RECORD
PDCS-3369

Seller: TEST-Last name, TEST-First name. DU0B.: 11/19/1951 Date Sale Entered: 11/18/2013
Address: 324 smuth rd

Address 2:

City: vaphank State: NY Zip: 11980-

Sex: M Race: White Height: 3. & Build: Hair: Brown Eyes: Hazel

Date & Time of Sale: 11/18/2013 -01:36

ID Type: Driver Lic ID# 123436720 State: NY Other ID:

Dealer: Suffolk Police Employee: SCPD, Test

TRANSACTION INFORMATION
Metal Type

Category: Ring Description:TEST OF DESCRIPTION Inscription:TEST OF INSCRIPTION Price Paid :530.00

Total Sale 530.00

Seller Signature Dealer Signature

The Article Tracking System entry for that purchase is complete. You may print this page for
your records and/or signature of the seller.



Add Items Tab

If you selected the “Add Items” tab, you will get this screen:
&
8 NASSAU COUNTY /L5

SUEEQLK GQUNTY

~ OF
Q>

Username:SCPD, Test Business:Suffolk Police Agency:Suffolk County Police Department
Transaction #:2015 - 157584 Lastname: TEST-Last name Firstname: TEST-First name

Add Ttems (0) | Add Metals (0) | Cart (0)

Insert Second Hand Item
* Category: Appliances - Homs v | " Description: | Serial No:|
Year: \ Make: | Model:
*Color:, v | Other Color: | * Condition: v
Inscription: | Da i | * Paid:|
ol

“Item lmage:i Choose Files | No file chosen
An image of the item is requirad by Suffolk County Resolution 260-2015,
Click here to view image requirements,

Click hare to view the Resolution.
* Required Fields

| Add Ttem |

[Cancel | | Complete
Session Time:

For each item that you purchased you must:

1-  Select the correct “category”.
2-  Fill out all of the boxes that apply to the item that you purchased.
3- Upload your photographs of that item.
a. Select the “Choose Files” button.
b. Navigate to where your photographs of that item are on your computer.
c. Select ALL of your photographs of that item. Do not select just one of your photographs.
d. Click on the “Open” button.
4-  Click on the “Add Item” button.
5-  All boxes with a red asterisk ( * )are required entries.

Note:
- When you click on the “Add Item” button, make sure that item was added to the “Cart” tab. The “Cart” tab is
next to the “Add Item” tab.

- You MUST add all of your digital photographs of that item at the same time, not one at a time. There are a few
ways to do that within Microsoft Windows. If you do not know how to do that, then ask someone who does
know how to do it.

- When you add something to the “Cart” your screen clears itself and is now ready for the next item.

When you have clicked on the “Add Jewelry” button for all of the items that you purchased from
the seller, click on the “Complete” button on the lower left side of the page.
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After clicking on the “Complete” button you will have a screen like this:

I
=
u

System Receipt # 2015 - 157584
Merchant Receipt #
Suffolk County Police Deparment
SECOND HAND ARTICLE PRECTIOUS METAL EXCHANGE TRANSACTION RECORD
PDCS-3369

Seller: TEST-Last name. TEST-First name, D.O.B.: 11/19/1951 Date Sale Entered: 11/18/2015
Address: 324 smith rd

Address 2:

City: vaphank State: NY Zip: 11980-

Sex: M Race: White Height: 3. § Build: Hair: Brown Evyes: Hazel

Date & Time of Sale: 11/18/2013 -02:21

ID Type: Dover Lic ID# 1234536739 State: NY Other ID:

Dealer: Suffolk Police Employee: SCPD. Test

TRANSACTION INFORMATION

Second Hand Article

Item Type :Hand Tools Color :Brown Amount Paid $12.00
Description :test of description

Characteristics :Test of Characteristics

Total Sale $12.00

Seller Signature Dealer Signature

The Article Tracking System entry for that purchase is complete. You may print this page for
your records and/or signature of the seller.



